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17 Introduction

The Oklahoma State Department of Education (OSDE) has develapegbplication taeport
student coursdatathat meets the criteria fétdvaned Coursework on the & Report Card.
Thereportis populated usindata aresubmitted froma districts local Student Information
System up through the Wavkhis application does not include the Career Tech Couases
those will be sent directly from Career Tech to OSDE for inclusion in thamatd Coursework
grade It alsodoesnotincludedatarelatedto performancegointsfor AdvancedPlacemen{AP)

or InternationaBaccalaureatéB), as performance jpats for AP and IB are calculkad based off
exam results. AP ahlB exam results are supplied at a later date to the OSDE and will be
included in the calculation at that time.

1.1- Purpose

The purpose of this manual is to provide a gigstep resource for accessing and submitting the
A-F Advanced Coursework Repaotthe Oklahoma State Department of Education for review
and approval.

1.2- How to usethis document

Reading through this entire maal will provide astepby-step walkthrough of the application

For assistancevith a specificsectionjdentify the exactareain the Table of Contenisnd

navigate to that section with a click of the mouse to follow the instructional steps. If you have
anyquestonsregardinghis report,pleasecontact theStateDepartmenbf EducationOffice of
Accountabilityat 405.52.5169for assistance.
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271 Access to theA-F Advanced Coursework Report

Access to the A& Advanced Coursework Report is provided to a user by thedDiStiperintendent

or District Single SigrOn Logon Administrator through the Single Sign Systemindividuals who
already have theofnDRiSsittré cPorriicPepsatlnt enhdA&dmi ni st
to them in the Wave will automatitabe granted access to theF Advanced Coursework Report

Al'l ot her s wi A-FAdvaeceddoursework Acuéss rtchlee iassi gned t o

The Superintendent or Logon Administrator will need to grant each person the access they would
need to reiew or submit the report. This will include the site level person who will complete each site
level report and any other individuals

2.1 Gotothe Wave Portal

To begin, go tahe Single SigrOnwebsite(https://sdeweb01.sde.ok.gov/SSO2/Signin.aspgin,
and c holbe e Wa k edoftionPrant the &ist obystems. The list of systems will vary
personrto-person depending on what other applications they have access to.

OKLAHOMA

State Department of Education

Y Home / Applications ) ) ) . ) . )
o Your SSO2 session has expired. You must sign in again to continue using the system.
About This Site

© Helpful Links ) . o .
Welcome to the new Single Sign On system. If you have an existing username and password for the previous

4" Signin Single Sign On system you may use that here. If you do not have an account you may create one now using
the link below.

If you are having trouble signing in please click the link below to recover your username or password. If
you need assistance please contact the OSF Help Desk at (405) 521-2444 or at (866) 521-2444.

Username: leea.mote

Password:

Sign In

&‘ Are you a new user? Click here to create an account
"™ Username problems? Click here to recover your username.

ro )
g4 Password problems? Click here to recover your password

Figurel - Single Sig®n Login Screen

OKLAHOMA Single Sign On ©

State Department Of Educatlon Welcome Training Example - Sign Out

# Home/Applicaions Home / Applications

2 Your Account Applications

Select
anywhere in

These are your current applications

(291I099) Example District

@ Apbout This Site 18| The Wave's portal.

&= Links And Docs * A-F Advanced Coursework Access

) Sign Out

Figure2 - Single Sig@n Application List

3 v01.0 3
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22Gotothe  A-F Advanced Coursework Report

Once inthe Wavego to thefiReporting tab and selegiState Reporting CertificationThis is the
application where reporting certification will tagiace. Once ithe State Reporting Certification
Application you can scroll to the bottom of the screen and it will list all of the current reports. Select
theA-F Advanced Coursework Reporttire Report Link column. Below is a list of the different
cdumns in this table.

Column Descriptions:

A Report Link - The link that will take you into the actual report

A Status- The "District" status. This will only change to the next level when all school
sites associated with that report for your district reaem#xt level. There are four levels
"Not Started, "In Procesg, iConfirmed, and "Certified.

A Report Opens- The first day you can access the report.

Due Date- The day the report is due certified.

Contingent Report(s)- This indicates the report reges another report to be completed

first. You will not be permitted to begin a report that is contingent upon another until the

other report shows a status of "Certifietf "None" is listed, the report is NOT

contingent and can be started on or afte'Report Opens" date.

A Report Note- This is a summary about the report. Clicking on this will provide you with
information related to this report (e.g. Purpose, applicable state or federal laws, new
additions or functions in the report).

A Program Area / Phone #- The State Department of Education program area responsible
for the collection of this report and the phone number you should call with questions
related to this report.

> >

Home District Reporting Wave Help Desk
You are here: Home Direct Certification 4
DTool Reports 4
Early Warning Indicators 4

4

i FOSR/ASR
Select the RePO[tmg tab Initial Enrollment Prior Participation4

and select State MyDATA
Reporting Certification Precode

State Reporting Certification
S Tl ST Student Transfer System
Surfing Reports

Vendors:  Select a Vendorl hd

Districts:

Figure3- The Wave Reporting Tab, State Rep@tntfication

4 v01.0 3
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State Reporting Certification

Welcome to the State Reporting Certification Application. To begin, select a report from the list below:

County/District Code: State Level Report Administration:
01022 - ADAIR / MARYETTA - [select a Report -
. Program Area [
Report Link Status Select Report it Report(s) Report Note Phonedt

Historical Adjusted Graduation Cohort Mot 4201 Mew Report / Read Me SEELTE L el
y -\‘ Assessments (405) 521-3301

A-F Advanced Coursework ot GEEE LT 828113 None Mew Report / Read Me SERLITE T
Started : 23:59 Assessments(405) 521-3301

Assessment Correction Window (3-8) Mot /2513 0:00 628013 New Report / Read Me SEELLTEIT T
Started : 23:59 Assessments(405) 521-3301

1t Correction Window (9-12) Not sponaoon || B2S13 New Report / Read Me SRR
Started 23:59 Assessments(405) 521-3301

SMART Report Not GETTE T 628013 None Mew Report / Read Me SEELTE L el
Started 23:59 Assessments(405) 521-3301

Figure4 - State Reporting Dashboard

2.3 Select Site and Reporting Status
To begin the repartlick on a school in the school listundeh e c¢c ol umn h eddari ng
each site there is a site status tocaig what part in the process the school is in. All schools must

reemch a fACert i f i grapial repreaentation.of thB stdtutiem the reporiagoes
through. On this screen the following functionsarailable:

A Confirm- Only the Superitendent and Site Principal will be able to click the "Confirm"

button. This will lock the data so that it can no longer be edited. It will still be viewable.

A Release Only the Superintendent can click the "Release" button. This will undo the
"Confirm" and allow the data to be edited again. Do not call the state to have a report
"Released" fromt h e A Co nf Onlythé Superirdenders can perform this task.

A Certify - Only the Superintendent can click the "Certify" button and only after all of the
schools are listed with a status of "ConfirndedT his will lock the "Release" button so
that the report can no longer be edited by the district. Only the state can unlock the
Certified Report. Call the phone number on the State Reporting Certificationdaaghb
associated with this report to have the report unlocked.

5 v01.0 3
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Mot
Started

No user has
logged in to
look at the
report.

In Process

At least one
person had
logged in to
look at the

May 9, 2016

Confirmed Certified

The

Principal has
confirmed
the report.

report.

Figure5 - Reporting Status'

County/District Code:
55012 - OKLAHOMA/ EDMOND |
Select Site

Edit R=part S=ttings

Superintendent selects
&

i

The Certify button will be enabled for the District
Buperintendent when all Site Statuses are indicated as

act a school site to review by clickip

Principal selects
Confirm when
repartis complete.

Certify Drecertify

Select to view
Site level report

Site Status

MEMORIAL HS (705) ot SEnea

NORTH HS [715) | Confirm |

SANTA FE HS [720) ok SiEred [ Confirm |

Figure6 - Site Status Screen

2.4 General Navigation
Once in theA-F Advanced CoursewoiReport there arstandard buttons and links on every screen.
The Navigation buttas at the top allow you o between different sections of the application

9 Site Selectofi This returns you to the Site Status screen to select a different site or
Confirm/Certify.

1 Prepopuated Datai Data thais submitted directly from your local Student Information.
This screen does not allow you to change any of the data, only review it.

1 On Screen Data Entryi Data toreview, correct, and submi@nce you select this screen the
regularupdates from your local Student Informat®ystem to this repowtill stop. Do not go

6 v01.0 3
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to this screen until you have made as many changes as possible through ypdakitg!
Student Information y&tem.

1 Final Reporti Thefinal version of the reportnze all changes have been completed in the
On Screen Data Entry section.

1 Find Missing Studentsi Displaysa list of the students not on the report and indi¢hges
reason they are not showing up.

1 Reporting Toolsi This section contains reports that wikast you in completing the-A
Advanced Coursework Report.

State Reporting Certification

‘ State Reporting Home Page ‘
Prepopulated Data On Screen Data Entry] [ Final Report ] [Find Missing Sludenls] [ Reporting Tools ]

Prepopulated Data

) Report
Select Site: | Example School {705) -] Site Selector/Status
Site Status: In Process

Brefresh F B

I- = - o =
Course

[ Iiw) [ (20! (20! [E20! [ E20! (20! i O | [E2R!
. 201009705 1001123456 123456 09 JOHN DOE SMITH 1 1
201099705 1001654321 654321 09 JANE DOE JONES 0 0

Figure7 - Navigation

7 v01.0 3
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31 Prepopulated Data

This section provides a st&y-step process for reviewing the data in the Prepopuls&ascreen.

3.1 Navigation

The daa onthePrepopulated Datscreen ipulled directly from your local student information

system ands updated on a nightly basis. On this screen you should be reviewing the data for accuracy
and then making changes in your local student informatidersys update the informatioiNote:

Please allow up to 24 hours for changes made in your local student inforsyaternto be reflected

on this report.

To the left of the studedt name there is a plus (+) sign you can use to expand and collagise
showsthe courses for a particular student.

Thefirst seven columns on this page are simply for you to be able to identify the student being
reportedAll students enrolledt any point during the yesr your schookhould show up on this list.
Thisdoes NOTmean that all of the students have a course that counts towards the Advanced
Coursework criteria set forth in theFAReport Card system.

1 School IDi the countydistrictsite code

1 Localldi the localstudentd (ID) number that is assigned to that studen

1 STNI the state Student Testing Number assigned to that student

1 Gradei the currentr last knowrgrade level for the studeat your school

1 First Name/Middle Name/Last Narhehe name of the student as it is reported in the local
SIS.

The last threealumns are indicator columns
1 Has Coursé A True/False indicatdior each student that indicates whether there is aeours
listed for the student
1 Participatiori The number of participation points for that particular student the school may
receivebased on the coses listed and the gles received in those courses.
1 Performancé The number of performance points for that particular student the school may
receivebased on the courses listed and the grades received in those courses.
1
All points displayed here are simply indicatofeey maynot the final count of points thaill be
used in the A= Report CardAll preliminary numbers arsubject to changat the discretin of the
Accountability Office through #afinal data review made by thaffice.

The filter boxes at the top of each of the columns will allow you to search for only those students that
have courses listed underneath themnpytting T ruedin the text boxundeneath théiHas Course

column header and then selecting the cone shaped icon andgélegtial Ta.

The course information that is displayed is as folldiaare will only be one record for each course

that counts for Advanced Coursework. There neagdveral grades for the course displayed within

that one record.

1 OCAS Course Codéd The stat€DCAScourse code for theourse fronyour localStudent
Information SystemSIS).

8 v01.0 3
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1 Official Course Title i Theofficial OCAS course title as determined by thbraitted OCAS
Code

Instructional Level Description i the level of instruction for the course

Term SpanDescriptioni Thetermspancodeanddescriptioras it isreceivedrom your local
SIS.

1 Length of Coursel The length of theourseWith theexceptionof block coursesand

= =

concurrent enroliment courses, the length of course defaults to a full academic year based on

whatyou putin theTermSpan(e.g.,FourQuartersTwo Semestersfwo Trimester$ This
field can be edited on thenCscreen Data Entry screen.

1 T1-T41 the grade that was received within that term. For exarhpte Length ofCourses
One Semestethen the T1 column should be filled in with a legeade andhe other fields

(T2-T4) wil |l di s pad dthe Lendth of Colirpeps|FoucQuartkhren all four
Term (TXT4) columns should be completed

1 Reason Not Received If a gudent did not receive participationpmrformancdor a specit
course, this column will display the reason why

1 Local Course Descriptioni The local name of the course as it is received from your SIS.

State Reporting Certification B

‘ State Reporting Home Page | /
Prepopulated Data

Site Selector

Prepopulated Data

[0n Screen Data Enlry] ’ Final Report ] [Find Missing Sludenls] [ Reporting Tools

Enter filter criteria to show which
students have courses, count
toward participation & performance.

Select Site: | Example School (705)
Site Status: In Process

Select plus (+)
sign to show
courses

A R EEEEEEEE————————SmGmG—m—m—m—————,

o I I I | I I 52

1001123456 JOHN SMITH
1001654321 JONES

Erefresh B B

Performance

123456
654321

09
09

DOE
DOE

JANE

2815 - AP STUDIO ART AP STUDIO ART Missing Grade Not Applicable  Not Applicable SA: DRAWING AP*

3163 - SPANISH I SPANISH I 0828 - Semester SPANISH IBSLI*

ENG LANG COM AP*
PHYSICS 1 AP

4057 - AP ENG LANG COMP. AP ENG LANG COMP 0825 - Semester

5215 - AP PHYSICS B AP PHVSICS B 0575 - Advanced Placement 0828 - Semester

T
c
B NotApplicable  NotApplicable  Not Applicable
B MissingGrade Mot Applicable  Not Applicable
D

Missing Grade  Not Applicable Nt Applicable

Figured - Prepopulated Screen Course Information

3.2 Data

Only course datthat meets thdefinition of Advanced Coursework for-& are prepopulated
into this report The requirementare described below.

In order fora course to appear this applicationone of the following criteria must be met:

9 v01.0 3
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For High Schools,
1 The instructional level indicated in thestructional Level objeas 05761 College Level

1 The GCAS course code indicatd®e course is either an AP, IB or CareerTech Capstone
course. The chart below lists the eligible OCAS codes.

OCAS Code Course Title

2428 IB Business Education

2535 AP Computer Science Course A
2537 AP Computer Science Course A (For Math Credit)
2558 IB Computer Education

2815 AP - Studio Art Diawing

2816 AP - Art History

2838 AP - Studio Art 2D

2839 AP - Studio Art 3D

2911 IB Arts

3042 IB Music

3055 AP Music Theory

3115 AP French

3125 AP German

3135 AP Latin (Vergil)

3165 AP Spanish Language

3167 AP Spanish Literature

3180 AP JapanesLanguage/Culture
3190 AP Chinese (Mandarin) Language/Culture
4010 AP English Lit & Comp.

4057 AP English Language & Composition
4065 IB Language Arts

4615 AP Calculus AB

4616 AP Calculus BC

4760 AP Statistics

4820 IB Math

5035 AP Biology

5055 AP Chemistry

5121 AP Environmental Science
5215 AP Physics B

5216 AP Physics G Mechanics

5217 AP Physics G Elec & Magnetism
5305 IB Science

5415 AP U.S. History

5525 AP Macroeconomics

5526 AP Microeconomics

10 v01.0 3
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OCAS Code Course Title

5545 AP Compaative Gov. & Politics
5546 AP US Government & Politics
5547 IB Social Studies

5645 AP Psychology

5735 AP European History

5736 AP World History

5790 AP Human Geography

5213 AP Physics F Algebra Based
5214 AP Physics I Algebra Based
5560 AP Seminar

8106 Career Mjor Capstone

8446 FACS Ed Capstone

8554 Health Careers Capstone
ForMiddle Schools

1 The instructional level indicated in tlestructional Level objeds 05727 Honors
Level

Thelocal course deriptionidentifies the course d@re AR or fiPre AP.O
The OCAS course codes indicates the student is taking a high school level coursi (1451
PersonaFinancial Literacy or anything above 2400). Note that this coitexpplies only

1
1

to studats in grade 8 or lower.

1 Students in grades 9 and 10 may use high school criteria.

If the submitted data does not meet the requirements, or does not qualify for particgrédiongmce

May 9, 2016

points, theiReason Not Receivedolumn will be populated by one of several reasons

9 Course is incompleté This will populate théReason Not Receivédolumn if the number of
term grades (entered into-T4) does not match the Length of CaurSor example, if the length

of term isTwo Quartersand T2 igiMissing Grade, then the Course is incomplete.

9 Student was not enrolled in membership for this schodl This will populate théReason Not
Received column ifyou submit a course forstudent in a school other than his/her school of
membershipFor example, ifou enter a student enrolled in your middle school as taking an

Algebra | course for the high sch@&teport thisreasorwill populate the column.

1 Anidentical course is already reported This will populate thé&Reason Not Receivédolumn
if you submit multiple courses for a student with the same OCAS courséBaddcollegelevel
courses are not included in this validation.
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9 Student must receive a D or better for participationi This will populate théReason Not
Received column if the lowest grade that the student received (listed-iFdT ks an FThe
student willnot receive participation or performance points for this course.

1 Student must receive a C or better for performancé This will populate théReason Not
Received column ifthe lowest grade that the student received (listedifi4)is a D.As long as
all other criteria are met for advanced coursework, this student will receive participation points for
the course, butot performance points.

1 Course does not meet criteria for advanced coursewoikThis will populate théReason Not
Received column if theinformation submitted does not meet the criteria for advanced
courseworlas listed above

3.3 Filter Grid
The data grid canddfiltered based athefilter criteria you enter. At the top of each column under the
column header there is a space for you to enter filter cri@mi@e you enter your filter criteria select

the icon that looks like eone |\F ). This will bring up a lis of filter options (contains, equal to, etc.)
Selectanoptionand the report will filter based on your selection. You can filter on multiple columns
at one timde.g.Has CoursandParticipation. When you want to remove the filter criteria select the
filter butt oNoFilenry Bhiswil remowt thefitel amdréturnithe list to all recordls

you filtered in multiple columngou will need to do this for each column to remove ALL filters.

Refresh F E;

Performance

| N | =
I:”Tl F MoFilter
True 1 EqualTo
False a MotEqualTo
False a GreaterThan
False a LessThan
Falsze 1] GreaterThanQrEqualTo
False 0 LessThanOrEqualTo
True a Between
False a0 MotBetween
False a ELL
False 0 MotlsMull

Figurel0- EnterFilter Criteria and select Filter Button

3.4 Change the Report View
In the grid view you can change the order of the columns by dragging the column and placing it where
you would like for it to appear. Hover over the column that you would like to mué looks like

A
crosshairs "); select hecolumn and holdt down,thendragthe columrto where you want the
column to move to and ekelect This will release the column and move it to that location.

12 v01.0 3
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You can also sort the report by salegthe colunm title. This will sort the report alphabetically based
on the column header you selected.

La=t Name= First Name= Middil= Nam= Girth Dat=

Crag t d
| |E 1 rag ?Enulp or recr Eru,l I:l mE':

Brown Tuane J 7/9,/1983  HNo

Fonda Jane Sue 4/4/1995 HNo

Figurell- Dragging to Reorder Columns

La=t Nam= Fiirst Mam=

@ Click here to sort

[ [ | | |E2
Brown Duane 123456 J
Fonda Jane 123 Sue

Figurel2- Column Sorting

13 v01.0 3
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47 On Screen Data Entry

This section prades a stejby-step process fmompleting the On Screen Data Entry.

4.1 Navigation

Once you select the On Screen Data Entry button at the tofiis will freeze your data and the
Wave will stop updating the data based on data received from your local SIByou select the

On Screen Data Entry button prior to the end of school and all grades being entered you will
need to manually input all missing grades for the course®nly begin the On Screen Data Entry
when you are sure you will no longer want toafe data from your local SIS automaticallge On
Screen Data Entryiew is very similar to the Prepopulated screen with the additibnho&dd A
Cours@, fiedit Course, andiiDeleteCours® buttons. This will allow yotio manually update the data
beforeit is submitted for inclusion in the-R Report Card calculations.

At the conclusion of this report, the list should contaistalientscoursesand grades which count
towads advanced coursework credit.

State Reporting Certification =l

‘ State Reporting Home Page |

Site Selector

On Screen Data Entry

Final Report ] [Find Missing Studenis leSasading Je="

When you select the "On Screen Data Entry"
the "Prepopulated Data" reportis copied to
the On Screen Data Entry page and updates
from your local SIS stop.

Select Site: [cHOCTAW Hs 705) -
Site Status: In Process

[ Import Excel File ] [ Restore Original File

Figurel30 On Screeata Entry Navigation

P

5 100 10 v X a Tru

R

[ [

Official Course Title Local Course Description

Instructional Level Description Reason Not Received

0825 - Semester Two Semesters ENG LANG COM AP*

4057 - AP ENG LANG COMP AP ENG LANG COMP 0575 - Advanced Placement C  Missing Grade Mot Applicable Mot Applicable  Course is incomplete

Figurel4d On Screen Data EntAdd, Edit & Delete Buttons

4.2 Add Record (  Course )
In the On Screen Data Entry page you can adblliese to a studebhty s el ecting t he

Cours@ button at t he t oanedtscreéntwith varicubdrdpwn bokdsitos wi

complete. All fields on this screereaequired to add a new courstake sure and seledt/pdate® at
the bottom of the edit screen to save the new reCorce you seledt U p a adhe data will be
reviewal and thédiReason Not Receivedolumn will populate with any reason that applest will
remain blank if the course qualifies for performance or participation points
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Middle Name

: [ Add New Course
Reason Not Received | Local Course Description

OCAS Course Code Official Course Title | Instructional Level Dascription | Term Span Dascription
: 4057 - APENG LANG COMP AP ENG LANG COMP 0575 - Advanced Placement 0828 - Semester Two Semesters C  Missing Grade  Not Applicable ot Applicable  Course is incomplete ENG LANG COM AP+ :

Figurel5- Add NewCourseButton

OCAS Course Code: |4C|1E| - AP English Lit. & Comp. A
Instructional Level Description: |05?5 - Advanced Placement A |

Term Span Description: |UEEB - Sernester - |

Length Of Course: |Twcr Semesters A |

TL: A - |

T2 E - |

T3 | Not Applicable ¥ |

T4 | Not Applicable |

Local Course Description: AP English IV

Update Cancel

Figurel6- Add NewCourseScreen

4 3EditR ecord (Student)
I n the On Screen Data Entrygougpehyge segdbececamgedihte

button to the left of their name in the table. This will open an edit screen with variotgogmop
boxes to complete.

Add New Course

OCAS Course Code Official Course Title

4057 - AP EMG LANG COMP AP ENG LANG COMP

Figurel7- Edit Buton
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4.4 Adding and Editing Data Business Rules
When a record is added or edited, there are certain requirements that must be met for the data to be
savedBelow are the data fields and the requirements around each:

Column Name Rule
OCAS Course Caal The State OCAS code for the couriSan be selectddom a dropdown
box.

Official Course Title This is the Official State OCAS titfer thiscourseThis is based on th¢
OCAS Course Code and cannot be edited

Instructional Level Dropdown boxor selectinghe instructional level dhecourse. Keep
in mind that only certain instructional levetsunt toward points for
participation or performance for theFAAdvanced Coursework criteri

Term Span Description | Dropdownboxthat you must select the best description for which th
grade is for.
Semesteii your courses are scheduled as a Semesteaiidehe
Trimester i your courses are scheduigs a Trimester
schedule.
Quarter i your courseare scheduled as a Quarterly schedu

Length of Course The length of the cours&his column will determineow many
grading terms arexpectedrForexamplejf you select TwdQuarters
thenT1 and R field will require a letter grade in order to be considel
a complete course

T17 T4 Thelettergrade in the course for the specific t§AnB, C, D, F)
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57 Bulk Updates

This section shows you how to upload an Excel document to replace data for reporting

5.1 Navigation

If a large amount athanges need to be made and it would be easier to produce a file from your local
StudentinformationSy st em t o upload to the application, tt
Fil eo f uAttbettap dghtaflthe tabje.there is a button latbeleii | mp o r tOThEEwWIlE e | Fil
openascreen for you to upload yolkcel document. Once it is uploaded a data validation check will

be conducted to ensuit meets the data standandplace in order to upload correctdydata

template with examples provided for you in th@instruction® section of the On Screen Data Entry

page.

State Reporting Certification

aaaaaaaaaaaaaaaaaaaaaa

Site Selector On Screen Data Entry Final Report | [_Find Missing Students | [_Reporting Tools

On Screen Data Entry

Select
o [ATHAN HALE K
Site:

|\ Expori to Excel | [_Import Excel File | |Resiore Original Fu]l

Figurel8- Import Excel File

5.2 Uploading the File
The file format for the upload file must follow the following format

1 Local IDT The local ID for the studerithis must exist and must match a local ID for a
student already in the application for this particular school.

1 STNi The STN for the studerthis must exist and must match the STN for a student already
in the application for this particular school.

1 CourseTitlei The local course title for this courdénis must exist, but can be whatever
would work best to describe the course locally.

9 State Course Codemust be four digits and must be a valid course code unless the

Instructional Level Code is 0574 (Internanal Baccalaureate) or 0576 (College Level). In

those two instances, it can be left blank.

Term Span Descriptionmust be Semester, Quarter or Trimester

LengthOf Courseé’ must be one of the following: One Quarter, Two Quarters, Three

Quarters, Four Qutars, One Semester, Two Semesters, One Trimester, Two Trimesters, or

Three Trimester

T17 mustbe A,B,C,DorF

T21 must be A, B, C, D or F or Not Applicable

T31 must beA, B, C, D or F or Not Applicable

T471 must beA, B, C, D or F or Not Applicable

Instructional Level Codie must be onef the four digit instrucbnal codes, and must be

numeric (see Instructional Codes below)

= =

= =4 -8 -4 -9
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To upload the file, select the Browse button and locate youdfilee you have selected your file,
select théilUpload Fil@® button. Once this is complete you will sesode indicating that your file has
been uploaded.

Instructional Level Codes:

Code

Short Description

Long Description

0568

Remedial

The content of this course is used primarily for remediatig
and is desiged for that specific purpose.

0569

Special Education Course

The content of this course is used primarily for special
education students and is designed for that specific purp
If this course will have special education students in it, b
the purpse of the course is not specifically for providing
instruction at a level designed for special education studg
this code will NOT be used.

0570

Basic

Same as General (0571). The content of this course is
designed specifically for the general pagiidn of students.
Either this code or 0571 (General) can be used as the de|
for most classes the average student will take.

0571

General

Same as Basic (0570). The content of this course is desi
specifically for the general population of stutterkither this
code or 0570 (Basic) can be used as the default for most
classes the average student will take.

0572

Honors Level

This is an Honors Level course, but is NOT specifically a
Advanced Placement or International Baccalaureate prog
This would include a PrAP course.

0573

Gifted and talented level

The content of this course is used primarily for instructing
Gifted andTalented students and is designed for that
purpose. If this course will have Gifted and Talented stud
in it, butthe purpose of the course is not specifically for
providing Gifted and Talented instruction, this code would
NOT be used.

0574

International Baccalaureate progrg

This course is specifically part of an International
Baccalaureate program.

0575

Advanced placement

This course is an Advanced Placement course.

0576

College level

This course is being taught at a college or university. Not
This code should NOT be used for Career Tech courses.

0577

Untracked

Do not use this code.

0578

EnglishLanguage Learner (ELL)

The content of this specific course is used primarily for
instructing English Language Learner (ELL) students and
designed specifically for that purpose. If this course will h
English Language Learners in it, but the purpafsine
course is not specifically for ELL instruction, this code
would NOT be used.

0579

Accepted as a high school
equivalent

The course being tracked in tBRidentl nformationSystem
was not taught by the high school specifically, but rather
different school, educational institution, or by other meanj
and is considered by the school district to be instruction
equivalent to what would be found in a general high scho
course. This code could be used for Career Tech course
unless another code kgt in this code list will apply. For
exampleif a Career Tech course was Advanced Placeme
the Advanced Placement code should be used.
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Code Short Description Long Description

9999 Other None of the other codes apply to the general nature or
instructional level of this course. (Note: This may be used
a course must be set up a
or Al unchoa)

Other Business Rules:

If the SchoollD and STN do not match@choollD/STN combination in the Wave for the school you
are uploading tahe record will fail.

The file uploaded must be a complete file of all of the advanced courses for every student. It WILL
NOT supplement the data that already exists; it will erase and replace the course data that exists for
each student.

State Reporting Certification

Data Entry Import File

G:\Users\M?Q10\Desl<lop\pmject list | Browse_} | Upload File Return
v

Select Browse and
locate your file, select
Upload.

Figurel9- Data Entry Import File

5.3 Data Clean up

There are several tools with this upload process that will allow you to run thgodesabmitted
through validation to ensure it is in the appropriate format.

After you upload your Excel file a note will appear below the button indicating whether your

data was uploaded appropriately or if there are data corrections that need to béauamdm

view the correct data by selecting the AView
needs to be corrected before it coalftherewass ub mi t
some good data and some bad data, it is recommendagatheorrect théBad Dat&in the

Excel spreadsheet and repeat the process to have a complete file to upload.
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The nAVi ew sGeenwlishDnaattable with all of the data that is ready to be submitted.
Once you are readoyd Detlaed tb uthteo m SaurbdnitthiGo wi | |

records. Select AReturno to go back to the On
_ Browse.. | No file selected Upload File | [ View Good Data View Bad Data

Code

I - 2 IO 2 AN <23

Cour - - 3 [ - ol
Code Dascription Level Code Course. Description Title.

L = WM ™ ®WC = [ W[ = W ™[ ™[ -

Figure20- View Good Data
On the AView Bad Datao screen it wild@ show a t
before it can be submitted. The AProbl emso col

data.

Figure21- View Bad Data
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